LOGISTICS BUSINESS PROCESS
PROPERTY ACCOUNTABILITY
CHECK LIST

PURPOSE: This checklist was prepared to enabl e any HQUSACE
Staff Menber of, the Engi neer |Inspector General’s Ofice,
The Audit Agency O fice or Staff nmenbers on The Logistics
Revi ew Team performng Staff Assistance Visits, to perform
a conprehensive review of property accountability and
property authorization process. This check Iist, when used
w th sound sanpling techniques, wll provide the Commanders
of USACE Activities as well as the Commander USACE
assurance that processes are in place that pronote Property
Accountability for HQUSACE and Arny property.

REQUISITIONS

Business Process: Review all requisitions (Purchase
Requests) for expendabl e, durable, accountable property and
services contracts for maintenance, except for AE Contracts,
Construction Contracts and work for others when the property
will not be used by the Corps, for authorizations, source of
supply, the correct priority when coupled with the FAD and
UND and post the requests to the docunent register. After
the review is conplete, approve di sapprove or correct the
request prior to forwarding the request to contracting.

CHECK LIST
1. Review and approve all Purchase Requests.

Note: Unless stated the procedures are the same for both
CEFM5 and Non CEFMS Activities.

a. Non CEFMS Activities. Revi ew manual DA Form 3953
Purchase Requests received at the Contracting Division to
determne if they have been reviewed and approved signed by
Logi stics or the Commanders designated representative.

b. CEFMS Activities:

(1) Review “P’ Resource code Property itens in the
data manager table in CEFMS to determine if they require
Property Book approval .

(2) Review “S’ Resource code Services itens in the
data manager table in CEFMS to ensure property is not
i mbedded in service requests to be furnished by the
contract.

(3) Review “S” Resource code itens for naintenance
services in the data manager table in CEFMS to determne if
the technical review person is sonmeone in Logistics. (This



satisfies the requirenent for the Chief of Logistics to
review all service contracts to insure supply itens are not
i mhbedded in Service Contracts.)

2. Are all requisitions controlled by the use of a docunent
register.

a. Non CEFMS Activities: 1s a docunent register
mai ntai ned for all Purchase requests. This can be a manual,
automated or the APPMS docunent register, if all types of
property, expendable, durable and accountabl e property is
mai ntained in the APPMS Pre_Load file.

b. CEFMS Activities: CEFMS automatically assigns
docunent nunbers to all requisitions (purchase requests)
when the requisition is initiated and is considered the
docunent register. No action required for verification.

3. Is the correct Force Activity Designator (FAD) and
Urgency of Need Designator (UND) coupled with the correct
Priority prior to forwarding the purchase request to
contracting, DLA or GSA

a. Non CEFMS Activities: Review the manual DA Form
3953 Purchase request suspense file in Supply to ensure the
UND and Priority is listed on the docunent prior to being
sent to Contracting.

b. CEFMS Activities: Reviewthe Pre_|oad Property
Screen sub nenu Approved Requisition in APPMS to ensure the
correct UND and priority was assigned by the custoner during
purchase request initiation.

2
4. Requisitions - Ensure all requisitions contain a valid
Aut hori zati on

a. CEFM5 and Non CEFMS Activities: Prior to
acquisition, each requested line itemnust be verified for
aut hori zation. Review the current TDA, CTA, CPAD LCAA, etc.
docunents for actual docunentation. The equipnment wll be
listed in the foll owm ng docunents, and sequenced by: TDA -
LIN (Line Item Nunmber), CTA - line item nunber or
nomencl ature, CPAD - Federal Supply dass, (the first four
nunbers of the national stock nunber), LCAA - National Stock
Nunber (NSN), Managenent Control Nunber (MCN), Supply
cat al og/ conponent listing - nonencl ature, Technical Manual -
nomencl ature, Information M ssion Area Moddernization Plan -
nomencl ature, Additive operational project - nonmenclature
and Mobilization Table of Distribution and All owance - LIN



b. If no authorization exists, review nmenoranduns t hat
request equi pment docunment ati on approval, and HQ Logi stics
approval for that equipnent. Also, reviewif there is an
I nteri mauthorization approval (1AA) on file. If no
menor andum or aut hori zation exists, the request line itemis
not approved.

c. Al requisitions/request for property nust cite an
aut hori zation docunent (TDA, CTA, CPAD, LCAA, etc.).

(1) Non CEFMs Activities. Review the manual
DA Form 3953 purchase request suspense file in supply and
contracting to determne if authorizations are listed on the
Pur chase request. (Exanpl es are : TDA nunber - CEW4RDV, CTA
nunber - 50- 909, LCAA, etc.). Review the Miintain Property
screen in APPMS and verify property book authorization have
been entered correctly. (APPMS requires an authorization
but does not contain any tables to verify the Source
Aut hori zati on Docunent.

(2) CEFMS Activities. Review the maintain
property screen in the APPMS program and conpare the
aut horization with the Source docunent for the
aut hori zation. (Ensure a sanple size is sufficient to
i nsure confidence in the overall sanple, since the remarks
field in the electronic purchase request in not retained
after approval)
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5. Ensure all requisitions are routed to the correct Source
O Supply (SOS).

a. Non CEFMS Activities. Review the manual DA Form
3953 Purchase Requests suspense file in Supply for |oca
purchase of comon itens of equi pnent, safety itens,
furniture etc., to determne if consideration was consi dered
for routing themto GSA, DLA or UNI COR (Federal Prison
| ndustries).

b. CEFMS Activities. Reviewthe Request for goods or
services screen in CEFMS and sanple the line itemrequest
screen for nmethod of acconplishnment (MOA) to determne if
mandat ed sources of supply i.e. GSA DLA or UN COR were
consi dered when ordering common itens.

RECEIVING
Business Process: All receipts will be processed by a
desi gnat ed recei ving agent who has been trained by Logistics
and processed in a tinely manner to preclude denurrage
charges and | ate penalties being paid to the supplier.

CHECK LIST



1. Ensure Receipts are processed in a tinely manner.
Check wth Finance and Accounting to determne if any |late
fees and or denurrage charges are attributed to late
receiving.

2. Ensure all property is received by a designated
recei ving agent who has been trained by Logistics.

a. Non CEFMS Activities.

1. Obtain a copy of designated receiving agents
fromthe Chief of Logistics and determne if training was
provi ded.

2. Review the receiving reports (DD form 1155 or
DD Form 250) to determine if they have been signed by
desi gnat ed i ndi vi dual s.

b. CEFMS Activities:

1. Reviewthe permssions table file in the Data
Manager function in CEFMS and conpare it to docunmentation on
file in Logistics.

2. Determne if a record of training was
established in logistics for individual listed in the
perm ssions table in CEFM.

3. Review conpleted receiving reports in CEFMS to
determ ne if they have been signed by desi gnated
i ndi vi dual s.

HAND RECEIPT ACCOUNTS

Business Process: Hand receipt Account Hol ders will be

desi gnated by the Property Book O ficer no | ower than 1st
line supervisors. The PBOw || ensure that all hand receipt
accounts are inventoried by the person having possessi on of
the property or their supervisors using Bar GQun Scanni ng
Equi pnment provided by the PBO. In addition, the PBO w ||
ensure property in the PBOs’ possession or under the PBGCs’
control is also inventoried annually.

CHECK LIST
1. Reviewthe |letters designating Hand Recei pt Account
Hol ders mai ntained by the PBOto ensure they are no lower in
the chain of command than first |ine supervisors.

2. Have the PBO print out at |east 10% of the Inventory
Reconciliation Prograns retained in the APPMS Program for



the previous years inventory. Reviewthe listing to
determne if all overages and shortages were reconcil ed
prior to the HRA signing the conpleted inventory. (If these
files are not available then the HRA's are not using Bar gun
scanni ng equi pnent to reconcile inventories.)

3. Review the signed hand receipts retained by the PBO to
determine if they have been inventoried annually.
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4. Review the and inventory reconciliation list in APPMS
and ensure the required Menorandum was forwarded to the
Commander indicating the status of the PBO inventory.
DISPOSAL

Business Process: Excess property will be circul arized
within the Corps for reuse prior to disposal. Property
whi ch cannot be reused within the Corps will be disposed of
using the Defense Re-utilization Marketing Activity (DRVA)
or GSAwll be contacted requesting a |ocal auction be
conducted to di spose of property locally. Abandonnent or
destruction will be used as the last resort in the disposal
process.

CHECK LIST

1. Review the APPMS di sposal transactions file and conpare
themto E-mail files to determne if the property was
advertised Corps Wde for re-use prior to disposal.

2. Review the manual DD From 1348-1 docunent file and
conpare themto the APPMS Disposal file to determne if al
property is being transferred to DRVA for disposal.

3. Review the manual Standard Form 126 request for sale
file and conpare it to the APPMS Di sposal transactions file
to determine if the sale\auction of property was sanctioned
by GSA.

4. Review Menoranduns signed by the Comrander authori zi ng

t he abandonnent or destruction of property and conpare these
transactions to the E-Mail circularizing letters, and
notifications fromDRMA or GSA authorizing the itens to be
abandoned or destroyed | ocally.






